
SPECIAL REQUIREMENTS OF POSITION (CHECK ALL THAT APPLY):

■■ Designated under Conflict of Interest Code.

■■ Duties require participation in the DMV Pull Notice Program.

■■ Requires repetitive movement of heavy objects.

■■ Performs other duties requiring high physical demand.  (Explain below)

■■ None

■■ Other (Explain below)

STATE OF CALIFORNIA - HEALTH AND HUMAN SERVICES AGENCY                                                                                                                      CALIFORNIA DEPARTMENT OF SOCIAL SERVICES

State of California - Department of Social Services
DUTY STATEMENT
EMPLOYEE NAME:

CLASSIFICATION:

DIVISION/BRANCH/REGION:  (UNDERLINE ALL THAT APPLY) BUREAU/SECTION/UNIT:  (UNDERLINE ALL THAT APPLY)

SUPERVISOR’S NAME: SUPERVISOR’S CLASS:

POSITION NUMBER:

I certify that this duty statement  represents an accurate
description of the essential functions of this position.

I have read this duty statement and agree that it represents the
duties I am assigned.

SUPERVISOR’S SIGNATURE DATE EMPLOYEE’S SIGNATURE DATE

SUPERVISION EXERCISED (Check one):

■■    None ■■    Supervisor ■■    Lead Person ■■    Team Leader
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FOR SUPERVISORY POSITIONS ONLY:  Indicate the number of positions by classification that this position DIRECTLY supervises.

Total number of positions for which this position is responsible:

FOR LEADPERSONS OR TEAM LEADERS ONLY:  Indicate the number of positions by classification that this position LEADS.

MISSION OF ORGANIZATIONAL UNIT:



CONCEPT OF POSITION:

A.  RESPONSIBILITIES OF POSITION:
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B.  SUPERVISION RECEIVED:

C.  ADMINISTRATIVE RESPONSIBILITY:

D.  PERSONAL CONTACTS:

E.  ACTIONS AND CONSEQUENCES:

F.  OTHER INFORMATION:
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	concept25: Under the direction of the Bureau Chief (SSM II), the Office Technician (OT) will perform a variety of general office duties to support the Chief and staff which may involve detailed and sensitive materials for the Bureau/Branch.
	responsibilities26: 30% Prepares and formats all written documents, including correspondence, reports, and forms for Bureau staff.  Reviews, proofs, and edits documents to ensure that they are accurate and properly packaged in accordance with Departmental and Branch policies.  20% Answers and screens telephone calls for the Branch, gathers necessary information to be able to direct calls to staff as appropriate.  Independently responds to a variety of inquiries and provides information.  Initiates telephone calls necessary to conduct daily business. Performs visitor reception duties, as necessary.  Sorts and routes incoming mail and any other documents that come to the Bureau for review and approval.20% Tracks incoming and outgoing correspondence, special projects, legislation, all county letters, and generates reports. Establishes and maintains manuals, forms, and filing system for Bureau.15% Maintains Bureau Chief's calendar. Schedules and arranges meetings/appointments based on subject priority for Bureau Staff.  Completes and submits necessary documentation for Bureau staff travel, makes travel arrangements, as requested by Chief or staff.  5%  Maintains the Bureau's personnel files.  Serves as backup Bureau Attendance Coordinator when necessary.5% Maintains an inventory of office supplies and equipment for Bureau.  Orders office supplies and equipment using the State CalCARD, or Purchasing Requisition.5% Performs other duties as required.Necessary abilities:• Works cooperatively with others.• Organize and track the status of multiple work assignments.• Seek assistance from management when processing conflicting priorities.• Attention to detail.• Knowledge of Microsoft Office programs.
	supervision27: The OT is directly supervised by the Bureau Chief but may also receive assignments and direction from Managers and staff.  The incumbent is required to utilize initiative and resourcefulness in completing assignments.
	administrative28: None
	personal29: The OT has daily contact with many levels of departmental employees as well as representatives of the legislative branch, other State agencies, private non-profit organizations and the general public.
	actions30: The OT exercises judgment in making decisions affecting his/her area of responsibility.  Poor judgment and/or decisions can adversely impact the Bureau/Branch by jeopardizing relations between the Department, community groups and the administrative and legislative branches which may result in adverse public attention and disruption of the delivery of child welfare services to California’s children and their families.
	other31: The OT must possess good interpersonal and communication skills and be able to work well under pressure.
	mission24pg1: The Permanency Policy Bureau (PPB) has primary responsibility to aid abused and neglected children, help their families find and create safe, stable permanent homes and assist foster care youth in becoming self-sufficient.  The PPB provides policy oversight and program support to county child welfare departments, probation departments, and public and private adoption agencies in the child welfare policy areas of Family Reunification, Concurrent Planning, Guardianship, Adoption, and Independent Living.  The PPB consists of three units: Concurrent Planning Policy, Adoption Policy and Transition Age Youth Policy Unit.
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	Text2PG4: The mission of the California Department of Social Services is to serve, aid, and protectneedy and vulnerable children and adults in ways that strengthen and preserve families,encourage personal responsibility, and foster independence.Program Description: The Permanency Policy Bureau (PPB) has an available Office Technician position responsible for clerical and administrative duties for the Branch. Job Duties: Performs a variety of work in support of the Branch.  Duties include typing, formatting documents, composing correspondence and preparing reports. Answers the PPB phone lines and handles inquiries appropriately. Performs administrative duties, serves as Attendance Coordinator for the Branch, tracks controlled correspondence, screens incoming mail and maintains the Branch's filing system. Orders and maintains supplies for the Branch.  The OT provides administrative support to the Management and Branch Chief, as well as provides back-up to the Children and Family Services Division Executive Assistant.Desirable Qualifications:* Knowledge of personnel and administrative processes.* The ability to identify problems, and develop strategies to address problems; the ability to seek mutually-acceptable   solutions.* The ability to communicate orally and in writing in a well-organized, accurate, clear and concise manner.* The ability to maintain poise, good humor and flexibility while working in a time-sensitive, deadline-driven,   results-oriented environment.
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